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1. Requesting Agency

IDEPARTMENT OP LABOR A13D INDUSTRY

2,-Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
. additional accumulation is antici-
pated. Records have ceased to have value
to warrant retention.

B
~~J Establish retention schedule for re-
X cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. ACCOUNTING RECORDS

Quantity! 80 cubic teat ", . =
Datesi 3£38
File Arrangement* Chronological
Annual Accunmlationi $ cubic feet
Disposable Amount» 6$ cubic feet (estimate)
Audited byl State

This item includes all standard accounting forms used by State
agencies as supporting data to the final book of entry. The final
book of entry is to be retained permanently. Specifically^ these
are i

Comptroller of the Treasury

JFbra'No*

E-l-S Distribution of Charges
E-l and E-£ Transndttal
DD-1 Certificate of Deposit and Bank Deposit Slip
R-2 (former- Monthly Report of State Funds Collected and Deposited

ly KR-2)
Distribution of unexpended and obligated balances
Monthly Statement of Balances

1-A

Purchasing Bureau (Departnent of Budget and Procurement)

Requisition for supplies

7. Agency, Division or Bureau Representative

tJ Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
^Records Commission. .

Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
. Public Works.

Date Secretary
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1 REQUEST FOR RECORDS RETENTIv^ SCHEDULE
(Continuation Sheet)

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

U7-A Purchase Order
100-16 Out*of«*Schedule Requisition for Supplies

CF-2
CF-1

and IiO-4 Stores Requisition
Copy of Contract Awarded
Capital Fund Requisition for Equipment

100/2U Actual Saergency and Repairs Report
27-*
CF-3

26-k
&
&

BB-1

B.P.
B.P.
B.P.
BB-UC

Copy of Contract Awarded
Copy of Contract Awarded
Delivery Invoico
Notice of Award of Contract
Credit Memorandum
Report of Par t ia l Delivery

Budget Bureau (Department of Budget and Procureaent)

(Rev.) Formerly BB-1 and BB-2
Budget Schedule Amendment Sheet

Inv. R101 Report of Fixed Assets (annual)
Inv. R102 Report of Materials and Supplies (annual)
Inv* 6 Materials and Supplies Physical Inventory (annual)
> Request for Position Action

Budget Fora Budget Estimates Fiecal Tear (13 pages including
Mo. 3
.3.P.
B.P,
B.P.

k thru 11 . farm statessnt)
Inv. 1 Stores Record
Ihv« 2 EquipBQOt Record
Inv. 3 Hotor Vehicle Record

Memorandum of Adjustment

Othera

Vendors Invoices
Bank
Bank
Bank

Deposit Slips
Statements
Deposit Receipts

Canceled Checks
Cash
Cash
Cash
A-7 •
A-8 -
C-16

Receipts - l&nufacturers' Directory
Receipts <* Boiler Inspection
Receipts • Fee charging Employment Agency
• Compensatory Time Earned
• Compensatory Time Used
- County Baployment Certificates Issued by Physician

County Employment Certificate issued by Physician and revoked
by the Dypai*tiaont

U. S. Internal Revenue Service Fora &-2 used in connection
with Physicians fees

Long distance telephone ca l l record &\ p \ M »() V If) \ >
KOAK'i.> «.'K P U B L I C

JUN 1 3 n---
Date ••

SCHEDULE i 0 .

NO. -^n±
PAGE
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6. Recommendation
of Hall of Records
and Board of Public
Works.

\
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SCHEDULE
NO.

PAGE
NO.

4.
item

Jo.

5. Description of Records .
Describe records accurately. Include Htle, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

2.

B-20U

RBCOMMQJDATIDNi

Daily Cash Receipts Report - Original and Duplicate
State iteployee's Credit Union Form 1*2 - Credit Union
Payroll Deduction Statement

RETAIH FOR THRS; YEARS, OR UHTIL AUDITED, WHICHEV0
IS LATIH, AUD THEH DESTROY,

ACCOUKTIWG RECORDS FOR WHICH DISPOSAL HAS BEEH PROVIDED BY A GEHERA1
RECORDS RETENTION SCHEDULE.

PAYROLL (Prior to July 1, 1953)* The agency copy of this payroll
form ie to b© retained for five years cv until audited, whichever
is later, and then destroyed. (General Schedule No. O l , Item 1-d,
approved by the Board of Public Works, January 11, I9f3i)

PAYROLL JOURHAL -* The agency copy is t6 be retained for three years
or until audited, tshichever is later and then destroyed. (General
Schedule 'Ko. G-2, Itea 1-d, approved by the Board of Public Works,
January 11, 19&)

PAYROLL EXCEPTIOHS, Additions and exceptions - The agency copy.is
to be retained for three years or until audited, ̂ rhLchwer is later,
and then destroyed* (General Schedule Ko. 2, Item 3-b, approved by
tHe Board of Public Works, January 11, l°52i)

PAY "WARRANTS - The agency copy is to be retained for three years or
until audited, Federal and State, whichever is later, and then
destroyed. (General Schedule No. 3, Itea 3, approved by the Board
of Public Works, May 10, 19$k)

RECEIVING MRRAOTS - The agency copy is to be retained for three
years or until audited, whichever is later, and then destroyed.
(General Schedule No. U, Item 3, approved by the Board of Public
Works, Hay 10, 195U)

TRANSMITTAL FORM E~l or B«4 (Comptroller of the Treasury Form) is
to bo retained for three years or until audited, trhicherer is later
and then destroyed. (General Schedule Bo. £, Item 3, approved by
the Board of Public Works, Hay 10, 19&)

Pea,: JUN ' a ]^
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4.
Item
Ao.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3*

U.

MASTER AUTHORIZATIOH

Quantity* \ cubic foot
Dates t Julyj 195>3 •* -'
Pile Arrangement! Alphabetical
Annual Accumulation i 1 linear inch
Audited byt Stata

Authorisation of the Ccraniseioner of Personnel to enter the ea»
plcyee's name on the payroll or to sake any changed in the payroll
cf the employee* Information on the reverse side lists deductions
froa the employee's pay* ,

2 K K » * ^ « - £*~r

RECOHJSHDATIOH*

LMVE RECORDS

RETAIN WHILS? INDIVIDUAL RMA.DJS latPLOYED ABD FOE
tmS£ YE4RS 'SlimWFTm OR UNTIL AUDITED, Y^ICHEyER
I S IATER, AND THEII DESTROI.

Quantityi 8 cubic feet
Datesi 1^38 •-
File Arrangementt Chronological
Annual Accunulationi i cubic foot
Disposable AnointI 6 cubic feet
Audited byi State

This item Includes all leave records of the Department* These are;

3HJ «* 128 - A State-eida leave Record Forsu Prepared annual-
ly for each employee, shows a U leave taken and
any accrued leave* Attached to the leave card
la any physician's certificate required for core
than three day's sick leave*

1.

A - 6
A « 1 0

REC0J&EHDAT3DN*

Request for Leave
Vacation approval
Daily Sign in and out Sheet * office sheet

and county sheet

RETAIN FOR THREE YEAHS OR USTH, AUDITED WHICHST®
I S UT2H, AND THEK DESTROY*

>V; ̂

n
JU^

\\k- • .

-}f)r^j£^^

Kec**J*s


